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CREATING CORRECTION NOTES

1. Open the Cases expando and scroll down to the case in which you need to enter a
Correction note. Click on the Case icon to view all the icons in the case.

2. Click on the Narrative Icon.
3. Click on the Case Note for which you want to add a correction note.  This will open the Case

Note window.

4. Click on the Insert Correction Note button on the bottom of the window.
5. Enter the correction information in the Correction Narrative field.  
6. Click on Save to save the Correction Note that has been inserted.
7. Click on Spell Check button at the top of the window to spell check the correction note.

Click on the Save button and click on the Close button to close the Case Note Window.
8. To view your case note and the correction note you will need to use the scroll bar on the

right hand side of the case note window; however, if the note is printed both the case note
and the correction note will print together. When a Correction Note is entered, in the
Narrative frame there will be a notation that says “Case Note 1/2” which tells you that you
are looking at 1 note of 2.  You can create as many correction notes as necessary but the
total number of notes will always be listed Narrative frame. 


